Application Narrative Instructions

Before preparing the narrative, applicants should carefully read all the information included in this application
package, especially the budget instructions, the program regulations, and the technical review forms which
contain the program evaluation criteria for a research project, a survey or a study as well as for a project to
develop instructional materials.

The following is a suggested narrative format for applications:
1. Begin with a one-page abstract summarizing the project.

2. Describe the proposed project according to the selection criteria listed in the technical review forms
included in this package. Follow the selection criteria in the order they are listed in the appropriate technical
review form.

Notice there is one technical review form for research, a study and a survey, and one technical review form
for a project to develop instructional materials.

3. Within the framework of the selection criteria identify the population to be served, and describe in
detail how program activities will be accomplished.

4. Include a plan of operation for each year for which program funds are requested (or an integrated
plan of operation covering all three years).

5. Provide an itemized budget, showing both Federal and non-Federal contributions, for each year for
which funding is requested.

6. Include any other pertinent information that might assist the Secretary in reviewing the application.

7. On the ED Form 424 (Application for Federal Education Assistance), you must indicate in
Box 12 whether this application is for a RESEARCH PROJECT or an INSTRUCTIONAL MATERIALS
PROJECT.

The current government-wide policy is that only an original and two copies of each application may be
required.

Performance Reports

For requests to continue multi-year grants, grantees must submit an annual performance report. The
performance report should include the most current performance and financial expenditure information to
date.

To receive funding for each subsequent budget period(s), the grantee must demonstrate that substantial
progress was made in the previous funding period.



OMB Control No. 1801-0004 (Exp. 8/31/2001)
NOTICE TO ALL APPLICANTS

The purpose of this enclosure is to inform you about a new provision in the Department of Education's
General Education Provisions Act (GEPA) that applies to applicants for new grant awards under Department
programs. This provision is Section 427 of GEPA, enacted as part of the Improving America's Schools Act
of 1994 (Pub.L.103-382).

To Whom Does This Provision Apply?

Section 427 of GEPA affects applicants for new grant awards under this program. ALL APPLICANTS FOR
NEW AWARDS MUST INCLUDE INFORMATION IN THEIR APPLICATIONS TO ADDRESS THIS NEW
PROVISION IN ORDER TO RECEIVE FUNDING UNDER THIS PROGRAM.

(If this program is a State-formula grant program, a State needs to provide this description only for projects
or activities that it carries out with funds reserved for State-level uses. In addition, local school districts or
other eligible applicants that apply to the State for funding need to provide this description in their
applications to the State for funding. The State would be responsible for ensuring that the school district or
other local entity has submitted a sufficient section 427 statement as described below.)

What Does This Provision Require?

Section 427 requires each applicant for funds (other than an individual person) to include in its application a
description of the steps the applicant proposes to take to ensure equitable access to, and participation in, its
Federally-assisted program for students, teachers, and other program beneficiaries with special needs.

This provision allows applicants discretion in developing the required description. The statute highlights six
types of barriers that can impede equitable access or participation: gender, race, national origin, color,
disability, or age. Based on local circumstances, you should determine whether these or other barriers may
prevent your students, teachers, etc. from such access or participation in, the Federally-funded project or
activity. The description in your application of steps to be taken to overcome these barriers need not be
lengthy; you may provide a clear and succinct description of how you plan to address those barriers that are
applicable to your circumstances. In addition, the information may be provided in a single narrative, or, if
appropriate, may be discussed in connection with related topics in the application.

Section 427 is not intended to duplicate the requirements of civil rights statutes, but rather to ensure that, in
designing their projects, applicants for Federal funds address equity concerns that may affect the ability of
certain potential beneficiaries to fully participate in the project and to achieve to high standards. Consistent
with program requirements and its approved application, an applicant may use the Federal funds awarded to
it to eliminate barriers it identifies.

What are Examples of How an Applicant Might Satisfy the Requirement of This Provision?
The following examples may help illustrate how an applicant may comply with Section 427.

(1) An applicant that proposes to carry out an adult literacy project serving, among others, adults with limited
English proficiency, might describe in its application how it intends to distribute a brochure about the
proposed project to such potential participants in their native language.

(2) An applicant that proposes to develop instructional materials for classroom use might describe how it
would make the materials available on audiotape or in braille for students who are blind.

(3) An applicant that proposes to carry out a model science program for secondary students and is
concerned that girls may be less likely than boys to enroll in the course, might indicate how it intends to
conduct "outreach” efforts to girls, to encourage their enroliment.



We recognize that many applicants may already be implementing effective steps to ensure equity of access
and participation in their grant programs, and we appreciate your cooperation in responding to the
requirements of this provision.

Estimated Burden Statement for GEPA Requirements

The time required to complete this information collection is estimated to vary from 1 to 3 hours per response, with an average of 1.5
hours, including the time to review instructions, search existing data resources, gather and maintain the data needed, and complete and
review the information collection. If you have any comments concerning the accuracy of the time estimate(s) or suggestions for
improving this form, please write to: U.S. Department of Education, Washington, D.C. 20202-4651.



Application Transmittal Instructions

An application for an award must be mailed or hand delivered by the closing date.
Applications Delivered by Mail
An application sent by mail must be addressed to:

U.S. Department of Education
Application Control Center
Attention: CFDA Number 84.017
400 Maryland Avenue, S.W.
Washington, D.C. 20202-4725

An Application must show proof of mailing consisting of one of the following:

(1) A legibly dated U.S. Postal Service Postmark

(2) A legible mail receipt with the date of mailing stamped by the U.S. Postal Service.
(3) A dated shipping label, invoice, or receipt from a commercial carrier.

(4) Any other proof of mailing acceptable to the U.S. Secretary of Education.

If an application is sent through the U.S. Postal Service, the Secretary does not accept either of the following
as proof of mailing:

(1) A private metered postmark, or
(2) A mail receipt that is not dated by the U.S. Postal Service.

An applicant should note that the U.S. Postal Service does not uniformly provide a dated postmark. Before
relying on this method, an applicant should check with its local post office.

An applicant is encouraged to use registered or at least first class mail.

Each late applicant will be notified that its application will not be considered.

Applications delivered by Hand/Courier Service
An application that is hand delivered must be taken to:

U.S. Department of Education
Application Control Center
Room 3633

Regional Office Building 3

7th & D Streets, S.W.
Washington, D.C. 20202-4725

The Application Control Center will accept deliveries between 8:00 a.m. and 4:30 p.m. (Washington, D.C.)
daily, except Saturdays, Sundays and Federal holidays.

Individuals delivering applications must use the D Street entrance. Proper identification is necessary to
enter the building.

In order for an application sent through a Courier Service to be considered timely, the Courier Service must
be in receipt of the application on or before the closing date.



IMPORTANT NOTICE TO PROSPECTIVE PARTICIPANTS
IN U.S. DEPARTMENT OF EDUCATION CONTRACT AND GRANT PROGRAMS

GRANTS
Applicants for grants from the U.S. Department of Education (ED) have to compete for limited funds.
Deadlines assure all applicants that they will be treated fairly and equally, without last minute haste.

For these reasons, ED must set strict deadlines for grant applications. Prospective applicants can avoid
disappointment if they understand that

Failure to meet a deadline will mean that an applicant will be rejected
without any consideration whatever.

The rules, including the deadline, for applying for each grant are published, individually, in the Federal
Register. A one-year subscription to the Register may be obtained by sending $340.00 to: Superintendent
of Documents, U.S. Government Printing Office, Washington, D.C. 20402-9371. (Send check or money
order only, no cash or stamps.)

The instructions in the Federal Register must be followed exactly. Do not accept any other advice you may
receive. No ED employee is authorized to extend any deadline published in the Register.

Questions regarding submission of applications may be addressed to:

U.S. Department of Education
Application Control Center
Washington, D.C. 20202-4725

CONTRACTS

Competitive procurement actions undertaken by the ED are governed by the Federal Procurement
Regulations and implementing ED Procurement Regulations.

Generally, prospective competitive procurement actions are synopsized in the Commerce Business Daily
(CBD). Prospective offerors are therein advised of the nature of the procurement and where to apply for
copies of the Request for Proposals (RFP).

Offerors are advised to be guided solely by the contents of the CBD synopsis and the instructions contained
in the RFP. Questions regarding the submission of offers should be addressed to the Contracting Specialist
identified on the face page of the RFP.

Offers are judged in competition with others, and failure to conform with any substantive requirements of the
RFP will result in rejection of the offer without any consideration whatever.

Do not accept any advice you receive that is contrary to instructions contained in either the CBD synopsis or
the RFP. No ED employee is authorized to consider a proposal which is non-responsive to the RFP.

A subscription to the CBD is available for $208.00 per year via second class mailing or $261.00 per year via
first class mailing. Information included in the Federal Acquisition Regulations is contained in Title 48, Code
of Federal Regulations, Chapter 1 ($49.00). The foregoing publication may be obtained by sending your
check or money order only, no cash or stamps, to:



Superintendent of Documents
U.S. Government Printing Office
Washington, D.C. 20402-9371

In an effort to be certain this important information is widely disseminated, this notice is being included in all

ED mail to the public. You may, therefore, receive more than one notice. If you do, we apologize for any
annoyance it may cause you.

ED FORM 5348, 8 '92 REPLACES ED FORM 5348, 6 '86, WHICH IS OBSOLETE



